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22 October 1974

MEMORANDUM FOR THE RECORD

SUBJECT: - Minutes of AAG Business Meeting, 15 October 1974

1. The following AAG members were present at the 15
October 1974 business meeting.

OFFICE NAME

P el

OTR

, FIN
SEC
COMMO
MED
0JCS

25X1A

2. The following points were discussed:

a. Closed Items -

1) Medical Examinations for Agency Employees -
After contacting the Office of Medical
Services, AAG decided not to publicize the
fact that OMS will give physical examina-
tions to any Agency employee on request.
Even though this is a service now _
available, there is a three to four month
backlog between the request and actual
examination. OMS felt that any publicity
at this time would increase the backlog.
Also, OMS plans to make available to all
employees in the future a "multi-phasing"
program in which a computerized analysis
of an individual's health is based on
various tests (e.g. blood samples).

2) Letters of Promotion - A suggestion was for-

warded to AAG recommending that the request
for promotion be given to the employee when
the employee was notified of his promotion,
AAG decided that this was a policy to be de-
cided at the Office level and recommended
that the suggestor present this idea before
his own Office MAG.
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3)

b. 01d

Availability of OTR Catalogue - The Office

of Training has agreed to publicize the
location(s) of the complete OTR Catalogue.

Business

1)
2)
. i,
4)

5)

6)
25X1A

c. New

Loss of Benefits to Employees Stationed
Outside the Headquarters Compound - This

issue presented to the group by | NNEGzGzgGg> 25X1A

will be discussed at the next meeting.

Grade Attraction Scale - This issue was

deferred until the next meeting at the .
request of [N 25X1A

Office Time-in-Grade (T-I-G) Requirements -
This topic will be discussed at the next

meeting after AAG members have done some
research in their respective Offices.

Length of Time for Badging Agency Contractors
- This item will be pursued b)"h—EﬂA
Results of Psychiatric Counseling -

has agreed to ask OMS whether a permanent 25X1A
record of a psychiatric consultation is made

and, if so, is the consultee aware of this
practice?

Recommendation to Eliminate General Schedule
Grades 6 and 8 from Promotion Consideration -
Even though this item was considered closed,

the group felt that a paper prepared by Il 25X1A
ﬁshould be presented to Mr. Blake be-

fore the October 31 meeting as a prelude to

a general discussion on the topic.

Business

1)

Academic Grade Reports in Personnel Files

It has been brought to AAG's attention that
some Offices in the DDA do not file grade
reports in the employee's soft file held

by the Admin Officer but instead send them
directly to the Office of Personnel's main
file room. Since these "local" files are
used for Career Board Evaluation, AAG wonders
if these grade reports shouldn't be available
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2) Grade Limitations on Vacancy Notices - AAG
has been asked to examine the practice of
including a grade limitation on Agency-wide
vacancy notices. '

3) Stenographer Practice - AAG was asked to

investigate the availability of any refresher
courses or material for stenographers.

will pursue this matter with the
Office of Training.

25X1A

4) Centralization of Counseling Services - AAG

has received a suggestion to examine the
possibility of centralizing counseling ser-
vices (now available in various offices
scattered throughout Washington) into a
Counseling Center at Headquarters.

d. Pending Items

The following items have been presented to
the DDA. Since these items also appear on the
agenda for the 31 October meeting with Mr. Blake,
comments on status will appear in the 31 October
minutes,

1) Orientation Program for Employees' Wives.
2) The Law and External Training .
3) North Cafeteria Restroom Facilities for Visitors

4) "DID YOU KNOW:" Display for Official Bulletin
Board.

3. The following meetings have been scheduled for AAG:

1) 31 October 74, 3:00 to 5:00 p.m. -
DDA Conference Room - with Mr. Blake

2) 11 November 74, 3:00 to 5:00 p.m. -
DDA Conference Room - Business

25X1A

AAG October Co-Chairman

Distribution:
Copies to each member
1 - Mr. Blake
1 - Chrono
ApprbvecREgi:Rﬁl?ase 2000/05/16 : CIA-RDP81-00261R000600050002-3
3



DRAFT
'Appr‘oiled For Release2000/05/16 : CIA-RDP81-00261R000600050002-3

9 October 1974

MEMORANDUM FOR: Deputy Direcctor of Administration

SUBJECT : Utilization of Budget for ADMAG

1. A question was put before the Administration Advisory
.Group/ADMAG by the DIYA concerning the Group's thought< on how
it would utilize a budget if such was made available. The
comments reflected_in this memo cover some thoughts considered

25X1A at the recent ADMAG retreat at-

2. It was the feeling of the members of the Group that
at least part of our function is to serve as g resource to
DDA Management, and perhaps in turn Agency Management, regard-
ing significant issues which come under the purvey of the
Administration Directorate. Issues which ADMAG has recently
addressed include among others Carcer Development, Personnel
Management Systems and Policy, and Computer Utilization in
Management Systems. Many of these types of issues are of
common concern to various types of organizations, industrial,
governmental, and academic. Rather than approachlng some of
these problem arcas ot issues in a manner which indicates they
are unique to the Agency, it would scem very beneficial to
discuss with organizations outside the Agency how they have

appioachod similar problems.
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SUBJLECT: Utilization of Budget for ADMAG

5. The members of ADMAG arc representative of a broad
range of skills, interests and abilities. We fecl we could
serve as a vehicle for making contact with these extra-
Agency personnel by visiting organizations or inviting out-
siders to address our group. Our interests would not be in
obtaining theory or policy on approaches’ to various issues,
but hard data on implementation of solutions to thesec.

\ 4. ADMAG members fecl that the utilization of these
outside resources would be an excellent input for the DDA.
A budget which supported such activity should prove to be

an effective use of funds.
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25X1A
MEMORANDUM FOR: Chict,
THROUGH : Deputy Director for Administration
SUBJECT : Appreciation

'On 4 and 5 October, the DDA Advisory Group mct for a
25X1A  working session || IEGTGNNNGNGNGEEEEEEEEEEEEE
members wish to express their appreciation for the many kind
attentions you and your staff extcecnded to the Group during
their stay. The attention to many administrative details

contributed to the very productive session.

25X1A

October Chairman
DDA Advisory Group
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MEMORANDUM FOR: Chief, Supply Division, OL

THROUGH :  Deputy Dircctor for Administration
Director of Logistics
SUBJECT . Appreciation for NN 25X1A

1. The Administration Advisory Group was required over
the period of 4-5 October, 1974 to writc their Annual Report
for Fiscal Year 1974. A request for secretarial assistance
was fulfilled by the Office of Logistics. Ms.
volunteered to accompany the Group to B uring thesc two
days, she was required to type the handwritten drafts of the
nine members, retype the numerous changes, and type the
final paper for submission to the Deputy Director for
Administration. She worked long hours, was congenial and
patient with the many clerical demands made of her. Over-
all, she assistcd the Group in a highly professional manner.

2. We request that our appreciation be conveyed to

Ms. JJJJll for her excellent assistance and that a copy of this
letter be placed in her personnel file.

25X1A

October Chairman
DDA Advisory Group
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8 October 1974

MEMORANDUM FOR THE RECORD

SUBJECT: Minutes of AAG Workshop, 4-5 October 1974

25X1A

1. The following AAG members were present at the first
25X1A —Semi-Annual AAG Workshop*

Office Name

OTR
LOG
FIN
SEC
PERS
coMMO
MED
0JCS

25X1A

2. The group spent the entire day composing a history
of AAG Activities for FY 1974. The finished product, a
memo outlining AAG Operating Procedures and an attachment
of selected AAG FY-74 activities, will be presented to
Mr. Blake prior to 31 October 1974,

3. The group then held a business meeting to discuss
the following topics:

a. Procedural Points

1) In the future all AAG meetings Wlll have
the following agenda.

® 014 Business - All action completed

- Item(s) closed.

° Pending Items - Recommendations Made

- No Final Action taken -
- Item(s) still open.

- " ° New Business - Brand New Item(s).
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2) The minutes will reflect the status of all
items categorized in the above format.

3) All AAG prepared reports, memos, etc. will
be filed in chronological order in the
master file. Each report filed will con-
tain a notation as to why the item was
closed (e.g. what action, if any, was
taken).

4) New members of AAG will receive .a handout
explaining AAG procedures plus a six-month
history of AAG actions.

5) Whenever new personnel join AAG (every six
months), there will be a two-day workshop
for all members (New/01ld) to producec a
six-month history of AAG actions. In this
manner, AAG will always have a current
history and new members will have a chance
to become familiar with AAG personnel and
procedures.

b. 01d Business

25X1A
1) Parking Problem - |- This previously

closed item was closed again and the origi-
nating employee will receive a short memo

from AAG along with | nero. 25X1A

2) Drug Abuse Report - The AAG recommends

publication of the Drug Abuse Report. One
suggestion was entertained to include sim-
ple treatment of over-dose cases until
qualified medical help is available. AAG
comments and suggestions will be passed

to Mr. Blake during,.the week of 7 Oct 74.

3) Recommendation to Eliminate General Schedule
Grades 6 and 8 from Promotion Consideration -

This proposal presented by Mr. Blake would
only apply to non-clerical personnel. The
group discussed this at great length and
"could not adopt a joint resolution on the
question. Instead, the group decided to
- present individual views at the meeting
- with Mr. Blake on 31 October 1974.

Approved For Release 2000/05/16 : CIA-RDP81-00261R000600050002-3
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4) Future Chairmen/Co-Chairmen .- The follow-
ing 5-month schedule was adopted:
OCT Nov DEC JAN FEB
- CHAIRMEN
25X1A
CO~CHAIRMEN
5) Future Meetings Type Time Place
15 October 74 Business 3:00 DDA Conf
31 October 74 Mr. Blake 3:00 DDA Conf
c. Pending Items
1) "Did you know that..." - Bulletin Board pro-
posal - submitted to ppA for approval.
2) North Cafeteria Guard Station Location - Paper
presented to group for approval.
25X1A 3) AAG Budget - Mr. _will pPresent a paper
to the group representing AAG's desire for a
budget.
4) New Acronym for AAG - The ADMinistration
Advisory Group (ADMAG) proposes that the
Acronym, ADMAG, be adopted. This proposal
will be presented to Mr. Blake on 31 Oct 74.
d. New Business
1) Equal Benefits for Employees - Hgs vs. Non-Hqgs
25X1A

Mr. I passed ona suggestion that AAG look
into the inequities in employee benefits be-
tween employees working at Headquarters and
those working outside the Headquarters complex.
Some inequities cited were the absence of an
EAA Store, Gymnasium, Ticketron Service,

Credit Union, Library, Free Parking, etc,.

AAG will discuss this issue at the next
business meeting.
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2) Office.Time-in-Grade (T-I-G) Requirements -

The group has discussed the Time-in Grade Creafy
requirements existing in some offices. More CF-Hz
will be said at the next meeting, but the @ﬂyﬁ
group wonders why Time-in-Grade requirements
for the same grade are different from one CH-%
office to the next. And, if T-I-G require- /ﬁ/?
ments cannot be eliminated completely.
/'7/f
et 3) Grade Attraction Scale - This interesting /é,¢ﬂf
Augﬁﬁﬁﬂ term applies to the unwritten law which states -Aé
' that a secretary's position grade cannot be
/¢L¢¢ Lo a grade over 1/2 the position grade of her ’kybé
, boss -- For example, a secretary working for /%/0f
L a GS-16 will not be promoted beyond a GS-68.0°
O ¥ Crzaébuth‘ AAG believes this is quite unfair and will
thl7¢z£*“ éﬂﬁ'ﬂﬁ ¢ decide on a course of action at the next

meeting.

mh - 25X1A

4) New AAG Member Handout - Mr. B voiunteered

/@§é¢¢¢;djbﬁay to prepare a paper on Policies and Procedures
_ J of the Administration Advisory Group to be
: /2£{AL£lu4ﬂéyﬁ%«- _given to new AAG members. A draft of the
4%%%3“ paper will be presented to AAG during the
<£%V next month.
{

Za 5) Fitness Reports - A proposal was made by
25X1A Mr.—‘ to study the current Fitness Report-
25X1A ing System and recommend changes. The pro-

posal was withdrawn after Mr.h was con-

vinced by other AAG members that the Agency
had been trying to produce a good employee
evaluation tool for twenty years and has yet
to succeed!

»

25X1A

AAG Co-Chairman

Distribution:
Copies to each Attendee
1 - Mr. Blake

-1 - Chrono

-1 - Registry
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8 October L97h

MEMORANDUM FOR: Deputy Director for Administration

SUBJECT: The Report on "An Introduction to Drugs of Abuse"

The Administration Advisory Group reviewed and discussed;ﬁhe sub~

Ject report and recommends that it be published for the infprﬁ@ﬁiom of

dile
A

all employees. We found it interesting, understandable, and fﬁforma-
§»
tive. We did discuss a suggestion, the practicality of whichgwe felt

to be beyond our technical competence to judge, but which we i

. for your consideration: the inclusion of overdose symptoms; agﬁ,

possibly, emergency treatment which a layman might apply when

with a situation of this type.

. ! .' ;’f";‘é '
The Administration Advis&%& Group

Mminictretiza - Intcoe) Ues Only 1
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27 September 1974

MEMORANDUM FOR: Deputy Director for Administration

SUBJECT: External Training

1. The Administration Advisory Group urges that Agency personnel
be made aware of current lews and regulations governing sponsorship for
external training.

2. Agency employees have always been keenly interested in receiving
sponsored training both mas & means to sharpen thelr skills and to prepare
themselves for future work assignments. Recently, this interest has
intensified largely as a result of Personnel Development Plans and Equal
Employment Opportunity, but also because some components have recently
been encouraging employees to participate in self-initisted training.

A manifestation of this heightened interest is seen in the soaring num-
ber of employees who registered in the Off-Campus Program.

3. The laws and regulations governing external training have evolved
through interpretation and application over the yesr. The resuvlt is that
gponsorship for much training today is legally permissible and approvable
when just a few years ago approval would have been impossible. The more
liberal applicetion of the law has not become widely known throughout the
Agency. There is confusion and misunderstanding by both employees and
supervigsors as to what constitutes sponsorable training under existfﬁ@
laws.

h. After review, the Advisory Group believes that personnel would
benefit by an issuance explaining the laws and their nuances. Perhaps
an Employee Bulletin would reach the largest audience. We recommend this
matter for your review. ‘

The Administration Advisory
' Group

Approved For Release 2000/05/16 : CIA-RDP81-00261 R000600050002-3
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ROUTING ANDHWEQRD‘WWLH
| SUBJECT: (Optional)
| Agency Parking Space Allocation Policy
FROM: EXTENSION | NO.
Acting Chief, Logistics Services
Division, OL DATE T
31i30 Headquarters Building 7808
luﬁ?ldml';‘-;fﬂcer designotion, room number, ond DATE OFFICER'S COMMENTS (Number each comment to show from whom
INITIALS to whom. Draw a line across column after each comment.)
RECEIVED FORWARDED
L AAG - 25X1A e,
| Attn: Jackie,
diTMLlQAWAmes Bldg. . Rather than get into an
extended discussion on the-
"parking problem'", we have
EN -— attempted to hold comments
' to those points raiscd by
25X1A |Ms. HEEEE 1f the AAG wishes
"y to take on a formal review
of parking, LSD representa-
tives will be glad to discuss
T the matter in detail. For
) 25X1A your information, per dis-
cussion with | N the
Y parking matter has not been
raised with the DD/A.
e - I R
25X1A
- o |
AC/LSD/OL
10 o T
1 B
17 T I
o — R R
14, - T )
15, T - ]
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MEMORANDUM FOR: Administration Advisory Group
SUBJECT : Agency Parking Space Allocation Policy

Dear Jackie;:
STATINTL

Insofar as Ms. |l menorandum proposes

basically the same scheme for parking on the Headquarters

Building compound as proposed by this Division to the

Management Committee a year ago, we see no serious conflicts

of the two positions. '

STATINTL Ms. Il does take issue with the two-person
carpool concept when applied to man and wife teams of co-
riders. The original Agency position on carpool reserved
parking spaces was that three or more persons were required
to constitute a carpool. This policy was superseded by the
General Services Administration Govermment-wide concept
promolgated in Federal Property Management Circular 74-1
dated 12 March 1974 which defined a carpool as "a vehicle
containing two or more persons.'" ' Qur own views on this
definition are, therefore, irrelevant.

The Logistics Services Division has no objec-
STATINTL tion to the "first come, first served" concept of parking
as recommended by Ms, however, there were strong
objections in many elements to the concept when originally
presented, and we anticipate that these objections would
not have diminished in intensity should such a plan be
resurrected at this time. STATINTL

Acting Chief
Logistics Services Division, OL

cc: EO-DD/A
D/L
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24 September 1974

MEMORANDUM FOR: DDA Advisory Group
SUBJECT : Minutes of meeting, 23 September
25X1A

1. will arrange for the AG to meet with Mr. Rlake
“during the latter part of October. The purpose of this meeting will be
to submit the AG annual report. '

2. After some discussion the recommendation to Mr. Blake recard-
ing External Training was adopted without change. d will 25X1A
forward the recommendation to Mr. Blake.

3. On the Agenda Item "Academic
sional and Clerical Persomnel’’”
he gathers final details for” his report.

alifications of Agency Profes-
requested a delay while 25X1A

25X1A A. Those members present agreed to the arrangements made for the
25X1A AG to meet atlMon 4 :nd 5 October. We will take our meals on
25X1A Friday evening and Saturday at Bach AG member will be assess-

25X 1A ed $2.00. _will determine the prospects for bringing clerical
support to the session. So :far only Mr. | i11 b absent.

25X1A 5. An Agenda was agrecd to for t.hc_ session. During the
two days the AG will: T

(a) Draft the annual report on AG activities for TY 1974.

(b) Discuss "the Ramification of Abolishing G3-06 and
GS-07",

. (c) Discuss the potential uses of an AG budget.

(d) Decide on the details neceded for AG minutes.

(e) Establish a list of AG chairpersons for the balance
of the calendar year,

25X1A

6. reports that OMS is still adamint in its opposition
to advertising to Agency personnel the availability of medical examina-
tions, OMS feels that they would be flooded with requests.  In the near

Tuture, however, they are hopeful that the '"™ultiphasic' program will
BN s 25X1A

enable them to provide more scrvice to more peonle.
agreed, before the issue is dropped from the Agenda, to determine and
report whether the "Consultive Bulletin'' has brought attention to the

Approved For Release 2000/05/16 : CIA-RDP81-00261R000600050002-3
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medical services available to all employees.

7. Agreement was reached on Mr, _ recommendation re- 25X1A
garding rest room facilities for VlSltOI‘S to the North Cafeteria., Af-
ter a few cI chanoeq were sumested 1t was decided that the paper should
be forwarded to the DDA.

8. It was decided that it would be futile for the AG to consider
the problem of Building wind pressure. Fmployees have complained that
wind at the entrances 1s often high enough to disarry employees' hair
and clothes. AG felt it was a problem which had been adequately in-
vestigated over the years.

9. Several items were proposed for New Business:

(a) Possibility of placing the cover of the newly publish-
ed OTR catalogue on the official bulletin board.

(b) Length of time needed to badgé Agency dependents, re-
“tirees and contractors who nced access to Ageéncy HQS
Building. .

(c) IFmployce grade reports in personnel files. It was
noted that employees who take éxternal training
courses mist make their own arrangements to have
grade renorts placed in their component personnel

file. The AG felt employees should be informed and
25X1A that the bhest vehicle available is the "Did you know..
«.." I h:s made a record of the item and
will have it displayed.
25X1A
10. I ;11 check within the DDA to determine the practice
regarding "Letters of Re«,ormncndatmn for Promotion. Some offices in
DDA make use of these letters. It was sugpested that employees be shown
these letter since they are often candid expressions of supervisors at-
titudes towards employees.

11. Tt was suggested that the AG undertake a study of the Agency
Employee Lvaluation System, i.e., The Pitness Report. The Group felt
this was far too broad an area and one which has been studied in detail
by management as well as other employee groups. The members suggested
that the question be refined and more sharply focused before the AG pro-
cecds.

25X1A

September Co-Chairman
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18 September 197k

MEMORANDUM FOR: Deputy Director for Administration
SUBJECT: Orientation for Spouses of New Employees

1. The Administration Advisory Group hes received a suggestion we
feel warrants your consideration.

2. The Agency has for many years had a brogram of orientation for
people entering on duty. It has been suggested that the spouses of these
new employees also receive some type of orientation. Particularly in
this organization, it would appear to be beneficial for several reasons.
Information concerning the functions and activities of the Agency often
are misrepresented to the general public and new employees and their
spouses come here with, in many cases, substantial amounts of misinform=
ation and misgivings; becoming acclimated to the Agency's enviromment
would be facilitated if the spouse was supportive and knowledgeable to
some extent of its operation; it could accomplish only worthwhile objec-
tives from a public relations standpoint to show that the Agency is con-
cerned about these issues; unlike in other organizations, new Agency em=-
ployees may be reluctant to discuss their Jobs, even aspects which are
verfectly permissable, due to the aura of secrecy surrounding ite operation.
Such a reaction tends to give spouses poor attitudes when they are
typically quite interested in the job of the husband or wife.

3. The form of such an orientation would not need to be overly
elaborate. Certainly something on the order of the Intelligence and
World Affairs Course is not warranted. However, a two-to three-day
orientation process should accomplish this effectively. We recommend
this subject for your consideration.

The Administration Advisory
Group

Approved For Release 2000/05/16 : CIA-RDP81-00261R000600050002-3
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23 September 1974

MEMORANDUM FOR: Deputy Director for Administration

SUBJECT : External Training

1. The Administration Advisory Group urges that Agency personnel
be made aware of current laws and Tegulations governing sponsorship for
external training.

2. Agency employees have always been keenly interested in receiv-
ing sponsored training both as a means to sharpen their skillé and to
prepare themselves for future work assignﬁents. Recently, this inter-
est has intensified largely as a result of Persomnnel Development Plans,
Equal Employment Opportunity, but also because some components have
recently been encouraging employees to participate in self-initiated
training. A manifestation of this heightened interest is seen in the
soaring number of employees who registered in the Off-Campus Program.

3. The laws and regulaticns governing external training have
evolved through interpretation and application over the year. The
Tresult is that sponsorship for much training today is legally permis-
sible and approvable when just a few years ago approval would have
been impossible. The more liberal application of the law has not be-
come widely known throughout the Agency. There is confusion and mls—
understanding by both enmloyees and supervisors as to what constitutes

sponsorable training under existing laws.

Approved For Release 2000/05/16 : CIA-RDP81-00261R000600050002-3
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4. After review, the Advisory Group feels that personnel would

benefit by an issuance, explaining the laws and their nuances. Per-

haps an Employee Bulletin would reach the largest audience. We rec-

ommend this subject for your review.

DDA/Advisory Group
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MEMORANDUM TO: AAG

SUBJECT : Washroom Facilities for Men and Women Visitors

There are no washroom facilities forp men/women lunchtime
visitors who enter by the North Cafeteria entrance. They
receive a special badge and are alYowed access to the North
Cafeteria and Rendezvous Room only. They may not proceed past
the guard desk in the outer corridor, (where the blind-man's
stand is). Only 20 feet beyond the guard there are men's
and women's facilities but out of the ares where the visitors
may go. Therefore no access to the restrooms. The recommendation
is that the guard desk be more strategically located in that
corridor so that visitors can wash up before lunch and still
remain in the "permitted" area.

25X1A

At o Lo O b o T
AL LTI T PRI u&_a.‘_r'g—
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16 September 1974

MEMORANDUM FOR: DDA Advisory Group

SUBJECT ¢ Minutes of Meeting, 12 September

: 1. After some discussion, it was decided that the next AG meeting will
25X1A - be held on Monday 23 September. I i1l confirm the time and
location.
25X1A 2. _reported that no progress had been made on the agenda
item "Training Not Directly Related To Emplovees Job." He offered that more
should be done than merely recommending to the DDA an all employee bulletin
on recent liberalization of laws on training. After discussion, the concensus
was that a paper should be drafted for consideration by the AG.

25X1A 3. On the agenda item "Rarking" the opinion of the AG was that the com-

25X1A plainant would be 8ivwf Mr. I rcnorandum detailing the

problem of parking. will write a covering memo. The item is re-
moved from the agenda.

4. No report was made on the item "Academic Qualifications of Agency

25X1A _Professiona Personnel." will present his report &t the

Text AG business meeting.
25X1A . _ .
5. I - viscd that the issue of Shower Tacilities for Women'
could be considered satisfactorily resolved and removed from the agenda.,——
Morning hours for women to take showers have been set aside. OP/BSD ddvises
that an all employee bulletin is being considered as a means for advertising
’ the shower facilities.
25X1A

6. I :1! nake arrangements for AG to meet at [N o Friday 25X1A
4 October and Saturday 5 October. The AG will meet to draft an annual report
on the activities of the DDA Advisory Group. The AG will be advised of pro-
25X1A cedures for gaining access to M 2t the next meeting. :

25X1A 7. The draft paper entitled “Orieptation. for Spouses of EOD'ers" was
- accepted without change. [Will arrange to have the paper de-
livered to DDA. a

25X1A N

. reported that OMS will on request perform a physical ex-

25X1A aminati any Agency employee. There is, because of demand , a consTderable
waiting period. will report at the next meeting on the desirability
of advertising this service to all employees.

Approved For Release 2000/05/16 : CIA-RDP81-00261 R000600050002f3
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9. Regarding the meeting with Mr. Blake and Mr. McMahon all agree it
was worthwhile and productive. The AG hopes to hold another meeting with DDA
and A/DDA during the last week of October. [N 11] make the
arrangements and advise of the precise date and location.

10. It was decided that the AG members will meet in residence (see
paragraph 6) for two days in early October to draft a report on AG activities
for FY 1974. In the meantime AG members will write short paragraphs on AG
projects In which they actively participated. On those projects for which
there is no individual or collective memory, will review the
past AG minutes and make assignments to members to research and write a short
synopsis.. Members are reminded that the report to M¥., Blake must be brief
and succinct.

1l. It was the consensus of the members that two other items will be
placed on the agenda for discussion while in residence. These are Mr. Blake's
request for reactions to the "Ramifications of Abolishing GS-06 and GS-08" and
the subject of "A Budget for the AG."

12. Discussion was postponed on the impact of Agency wide distribution
of a sterilized report covering Agency secuirty standards for employing drug
abusers. The members felt it necessary that they sec the report before any
discussion could be relevant.

13. i 11 be Co-Chairman in October and Chairmen in November.

14, It was the comsensus of the group that they would abide by a 15
minute time limitation for discussion of any one agenda item.

25X1A

September Co-Chairman

| Approved For Release 2000/05/16 : CIA-RDP81-00261R000600050002-3
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MEMORANDUM FOR: Deputy Director for Administration

SUBJECT : Orientation for Spouses of EOD'ers

1. The Administration Advisory Group has received
a suggestion we feel warranfs ydur consideration,
2. The Agency has for many years had a program of
.orientation for people entering on duty. It has been
suggested that spouses of these new employees also receive
some type of orientation program.l Particularly in this
organization it would appear to be beneficial for
several reasons. Information concerning the functions
and activities of the Agency are often misrepresented to
the general public and new employees and théir spouses
come here with, in many cases, substantial amounts of -
misinformation and misgivings; becoming acclimated to
the Agency's environﬁent would be facilitated if the
spouse was supportive and knowledgeable to some extent ;
of its operation; it could accomplish only worthwhile
objectives from a public relations standpoint to show
that the Agency is concerned about these issues; unlike
in other organizations, new Agency employees may be

reluctant to discuss their jobs, even aspects which are

-+

J

-

" " Approved For R’élease 2000/05/16 : CIA-RDP81-00261R000600050002-3



“ - Ap‘prov_ed For Release 2Q00/05/16 : CIA-RDP81-00261R0QQ$00050002-3

SUBJECT: Orientation for Spouses of EOD'ers

perfectly permissible, due to the aura of secrecy sur-
rounding its .operation. Such a reaction tends to give
spouses a poor attitude when they are typically quite
interested in the job of the husband or wife.

3. The form such an orientation takes would not
need to be overly elaborate. Certainly something on
the order of the Intelligence and World Affairs Course
is not warranted. However, a two-three day orientation
process should accomplish this effectively. We recom-

mend this subject for your consideration.

AAG

-
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16 August 1974

-

MEMORANDUM FOR: M‘&S Advisory Group
]ackie.:

1. Per your request, here are a few of my views on the parking system.
This will be a very broad approach, but I will be glad to expand it if you wish, I
presume that you will also request the views of Logistics Services Division, smce
parkmg is basically their IeSpOIlSlb]llty.

2. First, let me agree that there is discontent, but not all of it is from
the same point of view, Many people have some sort of complaint, Younger
people feel that they get what is left over after the older or more senior people
get the best of spaces, On the other hand, older emplovees feel that, after
spending 10 years walking out to Haines Point during the 1950's, they are entitled
to better treatment than they are now getting, There are also a large number of
people who once used their own cars on official business, but who now use taxicabs
because they are unwilling to look for parking spaces two or three times a day. In
other words, there are not very many pecople who feel that this system, or any other

© system, is really a very good one. I'll try to comment on some of the recurring
problems as I go. '

3. The Agency's present parking system is based on GSA regulations which
went into effect about six months ago and which cover all U. S, Government parking
lots, wherever located. A car pool is defined by GSA as any arrangement whereby |
two or more employees ride together. Thus, married couples technically qualify
as a car pool, although I recognize the problems associated with that, The GSA

E2 IMPDET CL BY 006624
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: ' 2
regulations siipulate that not more than 10%\of the total parking spaces can be
reserved for executive parking and medical disability parking. Beyond this 10%,

spaces must be assigned on the basis of the number of persons in a car pool. Thc
Agency has implemented these re gulations in the following manner:

a. The 10% has been set aside for executive and disability parking.
I think the justification for this ‘is self evident, but I will be glad to discuss if if
anyone would like clarification. However, in the DDO there are only half as many
reserved parking spaces as we had under the earlier system, Those who lost
- spaces were mostly GS-15's. (I understand that GSA has now revised the rule to
state that disability parking can be in addition to the 10%, but this will have prac-
tically no impact.) '

b. Car pools of three or more riders are given top priority after
the 10% medical and executive permits. The car pools get reserved spaces, which
are assigned centrally by Logistics Services Division, and any three employees who
get together are guaranteed a reserved space. This includes non-Agency employees
" who work in the Langley compound; employees who work in Rosslyn or other areas
are not entitled to a parking space at Headquarters Building. '

¢. Because we have a population which is highly transient, parti~ -
cularly in the DDO, it is not administratively feasible to attempt to centrally con-
trol the two-rider car pools. This is handled within the varioug Divectorates,
However, any two people who ride together are entitled to a lane (non~reserved)
parking space. ‘ ' '

d. After the 10% executive and disability parking, and after the
assignment of reserved and lane spaces to car pools, all other employees who ride
alone get what is left. These are all lane spaces in either North or South Lots,
or open parking in West Lot, and they are assigned to individuals by the Operating
Offices to whom they are allocated, The components may assign them on the basis
of length of service, grade, medical requirements, etc. It is here that I think
the inequity may exist, and at this stage I am not sure how I would recommend that
we resolve it. Agency policy is that these left-over lane spaces will be allocated
to components on the basis of each component's percentage of the total population, '
This means that large components (perhaps with a very low grade structure and
relatively new employees) get more lane permits than a small component (which
may have a very high grade structure and relatively older employees). Thus, a
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component such as Services Staff will be able to issue permits to a much lower
level, in terms of grade and age, than an Area Division, I emphasize, however,
that this concerns only those employees who.choose to ride alone and who » for
whatever reason, do not form car pools. It has no bearing on anyone who wants
to ride in a car pool, since they are guaranteed a parking permit, either in a
reserved area or a lane.

. 4. During the past two months we have collected a few statistics concern=-
ing car pool riders in the DDO, They don't really prove anything, but they are
interesting., As noted above, the GS-15's and 14's who once had reserved parking
Spaces are now competing for the lanes with all other employees, and the reserved
spaces are issued only to car pools with three or more riders. The average grade
of a rider in a three-person car pool is GS-9.4, which is substantially below the
Agency average, and most riders are in the GS-5 to 7 range, About 11% of all
riders in three-person car pools have one year of service or less, and the average
is 6 years, About 60% of the car pool members are women. The statistics for
the two-person car pools are a little different.. While the average grade is about
the same, most of the riders are in the middle grades of GS-7 to 13, About 30%
of all of the two-person car pools have riders with the same last name;persumable
either husband/wife or parent/child. There are other statistics but, gs I mentioned,
they really don't prove anything,

‘5. When GSA put these regulations into effect they intended to solve
problems relating to fuel shortages and ecology, but most employee grievances
are in terms of equity in the assignment of spaces. So, first the fuel shortage
and ecology. When the system first went into effect we had a good response to
the car pool system, but now it has fallen off « This leads to the conclusion that
the primary impetus was the fuel shortage, and not the desire to have a better
parking space. The three-person car pools which have broken up are apparently
going back to random parking. From the standpoint.of ecology, the new system
probably accomplished little, Counts of cars coming into the compound show that
we now have about the saine number as before the change. Further, a lot of

- people who once used their cars for official ‘business are now using taxicabs, and
~ this sometimes involves the use of more than one cab to break the trip. So, in
‘the long run there may be more fuel being used. : :

6. The next question is whether we are accommodating more people under
the new system than under the old one. I don't think so. While the DDO has
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several hundred people riding in car pools, we also have several hundred fewer
permits to issue. The actual increase in the number of pcople being accommodated
is only about 5%, which isn't very significant.

7. Ms -raises the question of equity in assigning car pool permits
to husband/wife teams., Ican't disagree with her, and the problem has been

" discussed ever since the regulations were issued., Ican only say that the trend,

in government generally, is that both employees are regarded as full partners
entitled to all the benefits which they would receive if they were not married,
There have been court rulings in terms of overseas allowances for the wife, for
example, and I suspect that an EEO officer would rule that a GS-6 wife riding in
a car pool is just as eligible an applicant as her GS-15 husband. I don't know
who the final arbitrator would be, but that is what the GSA regulations seem to

be saying,

8, So where do we stand now? I think that the fact that there axre empty
parking spaces does not indicate that the system is being mismanaged, but simply
that we have enough parking space to accommodate everyone who wants to drive
to work. The issue is not who will get a parking space and who will not, but
wiho will get the best spaces and who will park in West Lot, There are several
facts which are clear, I think, The first is that all car pools of three oxr more
riders have been given reserved spaces., The second is that the lane spaces
are not distributed to individual drivers until all of the two-person car pools have

- been accommodated. This was not easy since not all two-person arrangements

involve employees in the same Directorate, but it was nevertheless accomplished.,
The third is that the inequity, if there is one, concerns only the distribution to
single riders of the lane permits which are left over after the other requirements
are met., Ms, Il suggested that we eliminate all reserved parking except for
disabled people (probably fewer than 100), and make everything else open parking,
There arc a number of people who favor this, but I honestly don't see how that
would be an improvement over the present system, for the following reason. There
are now a large number of empty parking spaces in all three lots each day, and
only about one-third of the headquarters population competes for the non-reserved
areas., To do away with organized parking would mean that 100% of the spaces
would be "open, " and 100% of the employees would be competing for them, and the
lots would be unmanageable., For one thing, the employees who come in on the 0800
shift would have all the close~in spaces and the employees who come in at 0900 would
be in West Lot. As long as our organized system takes care of substantially all of
the population, and as long as anyone who wants to ride in a car pool
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is assured a permit, I think that those who choose to ride alone and compete
for open spaces are in no worse situation than they would be if they had to
compete with the entire Headquarters staff. Anyone who wants to ride alone
is assured that he can park his car in a safe space inside a guarded compound,
I think that is a remarkable arrangement when compared to the rest of govern-

_ ment, including the Agency components in other locations such as Rosslyn and
Building 213, ‘

9. And, finally, I see no reason why you should not study the parking
problem, but I would suggest that you talk to Logistics Services Division first.

Our next six-month review, required by GSA, is not too far away.

10. Let me know if there is anything else you would like,

. 25X1A

. Special Support Assistant to the DD/M&S
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9 September 1974

MEMORANDUM FOR: DDA Advisory Group
SUBJECT: MINUTES of 5 September 1974 meeting with Mr. Rleke

25X1A
The AAG met with Messrs. Blake » McMahon end R primarily to discuss
the listing of items considered and/or handled by the AAG since January 1974,
Prior to a review of the listings, Mr. Blake reported on the CIA MAG snnual
report in which Mpr: Colby has asked for g similar report from the other Advisory
Groups. He will make available to each member g copy of this MAG report.

be submitted to Mz, Blake by 15 October 1974, Mr. Blake stressed that this
date was not sacred angd could be changed. We will try to meet that desdline.

We then discussed some of the items listed in the attachment to the
Agenda as follows:

Completed action ligt:

1. Mr. Blake will read the paper submitted to Mr. Brownman in
April concerning the "Dig you know...." gection of the official
bulletin board broposed by the AG.

2. The publicizing of romotions and QSIs is to be included
on the agenda for the Office Heads meeting to be held the last wveek-
end in September.

3¢« The format for individual office reviews (conferences) is
to be nlaced on the agenda for the September Office Heeds meeting.

L. The casual dress code broposed by the AG was discussed verbally
with the Management Committee and the conclusion was that office heads
would pass the message verbally, since this king of thing 1s a little
difficult to commit to writing.

Dropped item list:

1. Drug Abuse Progem - Mr. Blake advised that there was 8 review
6 weeks ago concerning the security clearance standards with regard
to drug usage. Mr. Blake will provide the AAG with sterilized copies
of the report and asked that we provide our reaction concerning the
value of general employee distribution of the report.

2. A brief discussion concerning the book exchange idea led to
Mr, Blske's comment that we might try to do something along this

' 25X1A line for the next running of the UVA brogram. He commented that

the enrollment for this semester has more than doubled last year's
and 18 now close to 600 (Mr M 2ivised it went over 600 that day).

3. As a result of the PASG recommendations, Mr. Rlake advised,
there is & lot going on in the Directorates on the subject of Career

Counselling.
Approved For Release 2000/05/16 : CIA-RDP81-00261R000600050002-3



~ Approved For Releasg,2000/05/16 : CIA-RDP81-00261R(00600050002-3

-

MINUTES OF 5 SEPTEMBER 1974 MEETING

25X1A

25X1A

k. Mr. Blake asked Mr.HHHlM to check into the problem of getting
badge pictures in the Official Personnel Files, in connection with the
discussion of the quality of pictures in use in the files.

Pending Item list:

l. Mr. Blake advised that the subject of Career Development for
Clerical Personnel is to be discussed at the Management Committee on
Monday. The DDO submitted 2 papers =-- 1 challenging the secretarial
grades; and one advocating the establishment of senior secretarial
career boards at‘the Directorate levels initially. Mr. Blaked obtained
a consensus from the Group present that Directorate-wide clerical
panels would be ascceptable in lieu of one Agency-wide service as had
earlier been proposed.

2. Mr. llsdvised that he had received a response from the
Agency MAG to the effect that they did not wish to have their pictures
posted on the bulletin board . for various ressons (among them: cover;
rapid turnover). It was decided, then, to drop the project designed
to advertise the various Advisory Groups on the official bulletin board.

3. 1In discussing the subject of foreign currency turn-in, Mr.
Blake expressed his opinion that the B&F sections in ares Divisions
would be excellent spots for currency to be turned in since all trav-
ellers do not process through CPB. He will talk to Mr. Il avout 25X1A
this.,

During a general discussion, the question was ralsed by & member concern-

ing the guidelines Mr. Blske felt we should apply in detemining whether or

not to accept problems for consideration. It was his opinion that, consider-
ing the time, energy and resources available to us (which are necessarily limite
ed becsuse of our first obligation to our jobs), we should consider several
points:

A. 1Is the problem applicable only to 1 person, or would it
affect a large group of employees.

B. 1Is the problem one which could be referred to an sppropriate
Agency component for resolution -- if so, it should be referred.

C. Is the problem one the nature of which might not clearly fall
into any one pocket. If so, it could be the type of thing AAG would
take on.

D. Is the problem one, the solution of which would involve more
than one office. If so, AAG could consider it.

E. Is the problem one which would result in good public relations
for the group.

F. Is the problem one which would involve cooperation of another
Apﬁﬁ?%ﬁfé‘&tﬁbr Release 2000/05/16 : CIA-RDP81-00261R000600050002-3
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MINUTES OF 5 SEPTEMBER 1974 MEETING

Mr. Blake asked the Group about our own feelings concerning the kinds of
things we would like to be involved in. The consensus was that we would
like to serve as a sounding-board for the DDA, in addition to handling problems.
As a result of that response, Mr. Blake suggested we might talk about 2 items:

A. Should we abolish the use of GS-06 and GS-08 positions in the
Agency, and what would be the ramifications of such an action.

B. If the droup‘ had money available to it, how would it be used?

At the conclusion of the meeting, it was decided we would notify Mr. Blake
as soon as we were able to set a time for another meéting with him. Since we
had not had a business meeting for some weeks, the Group felt we must get together
to discuss our pending items and other business first. 4

25X1A

August Co-Chairman
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MEMORANDUM FOR: DDM&S Advisory Group

SUBJECT: Minutes of Meeting, 15 August 1974

The following agenda items were discussed:
1. Pending Agenda Items

A. 'Letter of Agreement vice "Letter of Instruction":

The Group sgreed, after some discussion of Mr. IEEEEEM peper 25X1A
that, since there appeared to be no strong feelings (feedback

was reported to be 50/50) for or against changing the title,

the subject would be dropped.

ACTION: No further action

25X1A

B. Shower facilities for women: Mr. reported that

OP/BSD had approved use of shower facilities by women during

early morning hours for the period 1 April through 1 QOctober.

When questioned about the limited period, the suggester allegedly

wes informed that "there was no requirement" for such facilities

during the winter months, or words to that effect. The employee

was not completely happy with this response but requested that,

at the very least, the hours be more widely publicized than a
25X1A note on the gym door.

ACTION:  Mr. — are to discuss further

with the Chief/BSD and report at the next business meeting.

C. Parking: In response to an employee complaint concerning

the designation of married couples as "car pools" and the resul-

tant discrimination sgainst single employecs. Mr. [JJlais- 25X1A
25X1A cussed this problem with- who promised an early

response. At thismeetin, dvised that Mr. I ->5x1A

had been on leave and he had not yet received a reply.

ACTION: Keep on agends as "pending" item.

D. Bulletin Board Display: The posting of the pictures and nemes
25X1A of the various Agency and Directorate Advisory Groups, which was

agreed to by Mr. I hos dregged a bit because of difficulties

obtaining pictures from some of the groups. Mr. |l advised 25X1A

also that Mr. Blake preferred to have a group other than the M&S

posted first.

ACTION: An update of the status of this item will be prepared

for discussion with Mr. Blake at our next meeting with him.

E. Training for jobs other than the employee's current one:

Discussion among the group revealed that the problem sppesrs to

be not one of lack of available training but a leck of understanding

by renk and file employees and their supervisors of the more liberal
25X1A interpretation of sponsored outside training availsble.

ACTION: Mr.JEM is to prepare a memorandum from -AG to ‘the
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MINUTES OF 15 AUGUST 1974 MERTING

2. New Agenda Business

A. Agenda for 22 August meeting with Mr. Blake: Since Mr. Blake
asked for an update of our accomplishments since January, the Group
agreed that this would be the main topic for discussion and that
the agends items would consist of the following:

=-List of Pending Items

~-Llst of Accomplisihments

--List of Dropped Items

-~DDM&S Image (see next item)

B. DDM&S Tmege: this long-discussed subject was discussed once
again and a consensus reached that we should find out if Mr. Blake
is as concerned about the "imege" as was his predecessor before we
bursue this item any further.

ACTION: 1Include on the agenda for 22 August meeting with Mr. Blake

C. Academic qualifications of Agency Professionsl and Clerical
PYsitions ¢ The discussion centereq around the movement of

25X1A positions without having to meet the CT standards applied to males. .
ACTION: Mr. IS i1l prepare a paper which will be used as
a basis for further discussion.

D. MSAG file: It appears that the master MSAG file is in a state

of little disarray. All agreed it should be straightened out and
that minutes of the meetings be included in it. No one was assigned
this task at this time.

3« New business introduced
25X1A

A. Mr.JH mentioned a suggestion by an employee that a Bloodmobile
be scheduled for Agency employees in Rosslzg. This would result in
& considerable savings in time snd probably would increase partici-

25X1A pation of employees in this area who must now drive or shuttle to Hgs.
ACTION: The Group concluded thet this idea belongs more appropriately
in Agency Suggestion Award channels and that Mr. I should so in-
form the employee.

25X1A
B. Qrientation Program for Spouses of new EODs: Mr. I nentioned
25X1A this item and all agreed it sounded 1like & good idea to pursue.

ACTION: Mr. I is to prepare a drsft memorandum on the subject.

C. "Money Drop" or foreign currency turn-in: +this is actuslly an

old item which got lost in the shuffle. Further discussion revealed

that there is a box located in CPB where travellers may deposit their
excess forelgn currency but only those travellers who brocess through
CPB would be aware of it. ,
ACTION: The Group agreed that it would sugeest to Mr.- that 25X1A
this subject be covered iu the "Did you know..." section of the

official bulletin board which we had earlier supgested be established.

) . 002-3
Appr’ﬂi@deﬁgrmgﬂﬁ%s%ﬁ%o&y'gsﬂgmq}&s-gapggrogéz ?\15112%01?9(27 ogr?d the next

hnrtinean meeting of +he Croun for 5 Sapbamher 197h ot 1500, 7
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DDA ADVISORY GROUP

COMPLETED ACTIONS
SINCE 1 JAN 1974

19 August 1974

ITEM

oﬁﬁ;wﬂ
. Items for the c e bulletin
/«}ij,» board

2. MSAG publicity

“ e

Publicizing of promotions and QSIs

4. Overtime compensation for certain
employees in Vietnam and Laos

(]}fﬂmﬁugfj Suggested format for office reviews

6. Solicitation of input to MSAG

7. Applicant processing procedures

8. Casual dress code /v&401i¢
, W L l .
761?;:1 Gt sl Gl tl,

9. Cover for the bus stop located
near the PSD building in Hgs
compound

10. Messy state of picnic area out-
side South cafeteria (trays,
dishes, condiments left out-
side § trash all over)

11. Establishment of Bloodmobile pro-
gram in Rosslyn for Rosslyn employees

REMARKS
Paper submitted to DDM&S April 1974 |

DDMGS distributed memorandum to M§S
careerists.

Paper submitted to M§S 28 March 1974
recommending wider publicity.

Investigation revealed unusual
circumstances were involved and
affected small number of people,
Employee who raised question was
informed and apparently
satisfied. No further action.

Provided verbal report to DDMES
recommending 3-day conferences in
the OF format.

Paper.submitted to DDMES. Included
in his memorandum to MES careerists.

Paper submitted to DDM&S recommending
a review of Agency applicant process-
ing procedures.

Paper submitted to DDM&S in July 1974
recommending adoption of casual dress
code.

Investigation revealed plans were
already in process to provide pro-
tection. Employee informed.

Referred directly to OL/LSD for
action.,

Suggested to employee to submit
through Suggestion Awards System -

Approved For Release 2000/05/16 : CIA-RDP81-0Q26330006«90950002-3

A el

N R

. prm oot & m o e



g . .':,‘ . BN = ; :,-‘::." "3’1_“." )
Approved Jer Releass 2000/05/16 : CIA-RDP81-002648000600050002-3

mj .

DDA ADVISORY. GROUP

ITEM

>

2

DROPPED ITEMS

19 August 1974 .

Al ngii—-

d fu ﬂLL@&g\*?lﬂvuz

/4‘»(.4‘-%4\,4,,7

s

2. EAA book exchange (intended pri-

marily to aid off-campus students
then expanded to include disposi-

tion of personal book collections) thy

3. GSI cafeteria complaints

4, Redundancy and/or excessive distri-
bution of computer printouts

5. CIA displays in establishments
outside CIA for public relations

purposes

6. Office name changes

7. Allocation of car pool spaces

8. Career counselling program

Def o

M An

l&fﬂhwdjz f%SG

9. Election of AG members as opposed

to present method

10. Quality of pictures in use in

Official Persomnel files

}%?-¢M/udcﬂﬁbg Al

J7

R g

_REMARKS |

) ll'ii ; 5

Holdover from 1973. AG decided
that since management and several
offices were heavily involved in
this program no further discussion
need be held.

/Paper submitted to DIM§S who later

suggested the AG run a 'book bazaar'.
AG dropped the idea as not feasible.

'ﬁ?dJﬁQ»wLZ;ﬁffﬂLp¢72ﬁ¢

Employee informed to report
complaints to CIA Cafeteria Committee.
No further action.

Investigation revealed 0JCS was
planning to publish a notice on this
subject. No further action.

DDMES advised the AG this idea was
not feasible.

AG was informed that OP already was
working on this problem.

Investigation revealed that LSD
monitors parking and reviews each
six months. AG decided no further
action on its part was necessary.

Investigation by means of discussions
with OMS/PSS revealed OTR is working
on a training program. No further
action by AG deemed necessary.

After discussion, AG decided election
was inappropriate.

Discussion resulted in AG decision that
magnitude of this item was such that
not much could be done. Employee
informed that quality affected by
cameras, film, etc. in use and no
slight to employees is intended.

Lidm

Approved Fo(?;;iaease 2000/05/16 : CIA-RDP81-00261R009600050002-3
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ITEM

11.

12.

13.

14.

15.

DROPPED ITEMS CONTINUED

Job exchange notices between
employees of different directorates

o

Placement of language training cards
in elevators

Change of title of Letter of
Instruction to Letter of Agreement

UBLIC/FEGLI/insurance/hospitalization
benefits summaries to aid employees
in keeping spouses informed

Employee bulletin distribution system

REMARKS

In view of existing system allowing
"'shopping'' of file, internal details,
vacancy notice system, no further
action deemed necessary on part of AG.

AG was informed that previous studies
showed acquisition of language knowledge
cannot be effectively accomplished in
this manner. No further action.

Paper was drafted but after further
discussion, AG consensus was that it
was not a serious enough problem to
pursue at this time.

AG concluded after discussion that
enough information was made available
to employees who chose to inform their
spouses and that it essentially is a
personal problem.

Investigation revealed that the
distribution system was probably as
effective as it could be made and that
the problem of employees not seeing
bulletins, etc., might lie in the
mail system or with their own offices
rather than the central system. No
further action,

Approved For Release 2000/05/16 : CIA-RDP81-00261R000600050002-3
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DDA ADVISORY GROUP

PENDING ITEMS

e
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19 August 1974

ITEM

1.

STATINTL 4.

Career Development for Clerical
Personnel

Advisory Group display for the
bulletin board —_ -

Ly

Training not directly related
to employee's job

Parking (employee complaint
concerning assignment of car
pool spaces to married couples
as a pool)

Academic qualifications of Agency
professional and clerical positions

Shower facilities for women

AAG session at remote site

Foreign currency turn in

(kb

| o, s o ven afee
STATINTL S+t 7o ,Zﬁ

9.

@/ %7 fZ‘?CmW.!

Orientation progr
of new EODs

for spouses

REMARKS

Survey of clericals undertaken by OMS
under AAG sponsorship. OP has assigned
a committee to work on this project.

Pending receipt of pictures of other
AGs. '

» OB o linee. SET
AAG preparing a paper suggesting
that available training be publicized
more fully.

Mr. I - s been contacted and
will inform AAG of his findings.

Under discussion

A solution has been proposed by OP/BSD
which the employee finds unacceptable.
AAG representative to discuss with
C/BSD.

Under discussion

AAG preparing paper suggesting CPB
acceptance of excess foreign currency
be publicized through the proposed
"Did you know...'" section on the
bulletin board

AG to prepare a paper recommending
such a program (similar to the one
in use by the CT Program and Commo)
be instituted for other Agency
components.’

Do Aoy cwn R i e

MMC@LWW /""%-M 7,.,%‘
Al AL Caction 3

Wt meits
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D-R-A-F-T 31 July 1974
MEMORANDUM FOR: Executive Officer, DDMAS
SUBJECT : Letter of Instruction

1. The Management and Services Advisory Group reconmends changing

the name Letter of Instruction to Letter of Agreement.

2. Experience has shown that the Agency employee plays an integral
bart in the development of the Letter of Instruction. The employee is
consulted regarding duties, responsibilities and objectives. Often em-
pioyees draft their own LOI's. Signature by both supervisor and employee
is a signal to indicate mutuai acceptance and ratification. Changes can
be made by either party but only with consent of the other. The Letter
of Instruction is a negotiated instrument based on mutual understanding

and agreement.

3. The namé Letter of Instruction denies by implication the important
role of the employee. The word Instruction in particular suggests a directive
or command from supervisor to employee. It connotes a one way communication,
speciously rejecting the voice of the employee. The word conveys the impres-

sion of heavy handed management.

4. The words Letter of Agreement remove the negative implications

and more accurately describe the intent and processes of these Letters.

MSAG

Approved For Release 2000/05/16 : CIA-RDP81-00261R000600050002-3
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1 August 1974

25X1A
MEMORANDUM FOR:
SUBJECT :  Shower Facilities for Women
Employees

REFERENCE : Your Memo to C/BSD dated 25 July
1974; Same Subject .

Your requests in paragraph two of reference
for the locker room and shower facilities near the
indoor track has becn approved. These facilities
will be available to women from 1 April through 31

October from the hours of 0700 to 0830.

. ‘Approved For Releasg,2000/05/16 : CIA-RDP81-002618900600050002-3

25X1A

Chief, Benefits and Services Division
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MEMORANDUM FOR:

SUBJECT :

Benefits and Services‘Division,

M—

CIA-RDP81-00261 R22,0600050

25X1A

0JCS-1017-74
25 July 1974

Office of Personnel

Shower Facilities for Women Employees

1. The recent enexgy crisis has added a ney dimension to the
old problem of obtaining fair treatment in the use of the Agency's

. athletic facilities.
activity before working hours.

Women are now seeking to participate in physical

Some women would like to use their

bicycles as transportation to work, and others would like to play

tennis before work. These

women would like to shower and dress at

the Agency, as do men who exercise before working hours.

2. Several options for

studied with the help of 0ffice of

and acceptable (in having

near
to 0830 each morning.
as the exercise room would

tained by having separate rest
out the agency. If members of

adequate dressing
shower/locker room/ toilet facility located

shower facilities for women have been
Logistics. The most reasonable
facilities, towel service,

the track for women to use from 0700

The other locker room/shover facility, as well
be reserved for men during that period.
The right of privacy will be maintained

the same way as it ig main-
room facilities for the sexes through-~
both sexes understand that members ‘

of the opposite sex will be using the corridors in the basement, and

reserved for women, and the
be avoided.

3. Men caun choose to ride a bike to work, play tennis before

work, etc., or choose not to.
choice also.

4, We
opportunities
Distribution:

Crig. ~ Adse

1 - n/oJcs
1 - Eo/0Jcs
1 - C/Adnin/oJcs
L - ¢/ap
25X1A 1 - C/BB/AD

d-Fb 0/RAH
Approve t I'_--Q@

2 - BB chrono & OJCS

Women need to be able to make such a

need a facility so we might take advantage of the
we have to improve our physic

al well-being.

25X1A

Branch B, Applications Division
- 0JCs

&:,C1A-RDP81-00261R000600050002-3
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14 AUG 1974

MEMORANDUM FOR THE RECORD
SUBJECT: MSAG 5 August Meeting

ATTENDEES: Mr. Blake
25X1A

1. MSAG discussed with Mr. Blake our burpose and the ways we
attempt to solve problems. MSAG alerts management to problems and
Suggestions which have not been solved through other channels. MSAG
will attempt to solve problems but feels itg role is Primarily investigative.
Both Mr. Blake and Mr. McMahon indicated Suggestions and ideas for
MSAG consideration should come from the DDM&S, the MSAG itself, ang
from MgS personnel. Mr, Blake stated that more ideas for MSAG would
come from the DDMgS level. Mr., Blake and Mr. McMahon desired to
discuss among themselves what should be MSAG goals and Procedures,
They will report back to MSAG at g later meeting .

2. Mr. Blake said he welcomed j-oint, Vmeetings and joint projécts
with other MAGS. Mr. Blake also announced that My, McMahon would
attend MSAG meetings,

3. MSAG was asked to list Current projects and alse those projects
we have resolved in the past 6 months and which were never discussed
25X1A  with the DD/M&S. My, -requested 2 copy of the minutes of each
meeting and an agenda for each meeting.

25X1A

' - 00050002-3
Approved For Release 2000/05/16 : CIA-RDP81-00261R0006
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Agenda for MSAG Meeting
with Mr. Blake

-

1. For our first meeting with My, Blake, MSAG would like to briefly
outline our approach to problems/suggestions and our procedure
in dealing with these problems/suggestions. MSAG realizes that
a2 new DD/M&S may desire a change in our role and procedures.
We would appreciate your guidance.

2. Recently some MSAG mein ers%ggﬁ invited fo othér MAG meetings.

MSAG would like to reciprocate if the DD/M&S has no objections.
CAavrs A an> A,

3. The paper on A plicant Processing Procedures" was prepared by
25X1A B and is submitted by MSAG. The paper relates .
not only to applicant pProcessing but also to the image of the Agency
and the MasS.

Time: 1500 - 1700 5 August 1974
Place: DD/M&S Conference Room

/ ' ;@’Q/g M v 25X1A
e ' Chairman, MSAG

of e BF3- vl & Ul

A e i gl Larent e
=) W%WWL» At o Gy
L,lé' /fW |

\ﬁ SM—M - At

b ot Mﬁjvﬂ
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Office /- Name _

25X1A

MG Career Serv,

0JCs

Security

OTR

Communications
L-Personnel

Finance

Logistics

Medical Serv.

Room
3C34, Hgs.
2E34, Hgs.
GE31, Hqs,

1001, C of C

2D0105, Hgs.

SE47, Hgs.
4E12, Hgs.
1104, Ames

706, C of C

Ext.

5516

4471

2273

2200

6758

6302

7865

3173

3247

Term

Expiration

Jul 75
Jul 75
Jul 75
Jul'75
Jan 75

Jan 75

| Jan 75

Jan 75

Jan 75

Approved For Release 2000/05/16 : CIA-RDP81-00261R000600050002-3
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31 July 1974 ’

MEMORANDUM FOR: Deputy Director for Management and Services

SUBJECT: Applicant Processing Procedures

1. The Management and Services Advisory Group has become aware

of some problems concerning the processing of applications for Agency
employment: _

A. There appears to be no special attention paid to applications
of persons who are especially recruited for particular positions.
These applicants receive the standard form letter which says their
qualifications will be reviewed and which, understandably, causes
some concern on: the part of the specially recruited applicant.

This creates a negative impression and raises doubts in the mind
of an applicant who already knows for which job he is being
employed.

B. There are many delays in the system which also tend to
reflect negatively on the Agency: the time required for review-

ing the applications, security and medical clearances.

2. We recommend, therefore, that a study be made of the applicant

processing procedures.

The Management and Services
Advisory Group

Approved For Release 2000/05/16 : CIA-RDP81-Q70261 R000600050002-3
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21 May 1974

MEMORANDUM FOR: DDM&S Personnel
SUBJECT ¢ Suggestions to the M&S Advisory Group

On 2 July 1973 the DDM&S established a Management and

Services Advisory Group, composed of young officers from

channels. But it does give me a chance to hear infor-
mally what is on people's minds. I meet with the group
at least once a month, or more often if they have some-
thing they want to say to me, and we talk candidly, 1
don't look to the MSAG to provide answers, but to raise
questions. I have put all of the resources of the
Directorate at their disposal and would like you to
give them whatever help they need. I have taken the
efforts of this group seriously; and I would like to
use it as a means for anyone in the Directorate to
communicate his ideas to the DDM§S." :

' A few of the issues MSAG has dealt with in the 1last
few months are: '

1. VIP Unit Priciﬁg

2. Establishment of a Clerical Career Service
3. Expanded' Commuter Service

4. Expanded eéxternal use of CIA displays

>. Clarification of office names and initialing

6. Publication of Promotions and QSI's as a means
of recognizing employee performance.

Approved For Release 2000/05/16 : CIA-RDP81-00261 R000600050002-3
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SUBJECT: Suggestions to the M§S Advisory Group

The purpose of this memorandum is to give you the
opportunity to consider issues you would like to raise
with top management in DDM§S. 1If you have a topic or issue
that you would like tg@ bring to the attention of the MSAG,
submit it in writing and mail it to MSAG, 7D18 Headquarters
Building or, if you prefer, you may discuss the topic or
issue with a MSAG member within your component. The topics
or issues should not <dinvolve personal grievances. Currently,
the MSAG consists of the following people:

Office Name 25X1A » ‘Room Extension
Medical 706 C of C 3247
Services ‘ )
Logistics’ 1104 Anmes 3173
Training 426 C of C 2381
"MG'" Career: .5B2828 Hgs. © 4158
Service ‘ : :
Communica- 2D0109 Hgs. 6731
tions o S |
Finance 4E12 Hgs.' 7865
Joint GA0527 Hgs. 4311
Computer o ‘
Support
Personnel 5E47 Hgs. 6302
Security »4E27 Hgs. 5365

25X1A

HAROLD L. BROWNMAN
Deputy Director
for
Management and Services

Approved ForReIéase 2000/05/16 : CIA-RDP81-00261R000600050002-3
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 MR. BROWNMAN'S REMARKS TO THE FIRST MEETING

' OF THE MANAGEMENT AND SERVICES ADVISORY GROUP
- 12 July 1973 |

Mr. Brownman conceives of the MSAG as a "management

conscience'", a managerial device with great potential. The

~group's function is not to prOvidelgod-like answers, but to

raise questions ('should this be as it is" and "should we do

something about it'"). In_charging the MSAG with itS résponQ
sibiiities, hé assured us that all assets pf the Directdraté
would be made available to MSAG. For example, we will not

have to dig out our own statistics; fhe Office of Personnel
will provide them for us. If he had his preferenée, MSAG

would be a solely Voluntarylgroup. He sees as 6ne of our

tasks to sell the MSAG to the rest of the Directorate so

that in the future people will volunteer for the assignment.
Despite this public relations task, however, the group's
purpose is not to make friends but to look coldly and objec-
tively at the problems of the Directorate. If we are criticized
for being a '"company union", ask the critics to join us. We
will havé direct access to office directors and their deputies
and should take adVantage of this access. In sum,'Mf. Brownmaﬁ
strongly endorsed the cqnceﬁt of a MSAG and promised his
consistent support. || li11 ve the official contact
in DD/MES. |

Approved For Release 2000/05/16 ; CIA-RDP81-00261 R000600050002-3
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13 August 1974

MEMORANDUM FOR: Management and Services Advisory Group
SUBJECT : Minutes of Meeting - 30 July 1974

Thg'following subjects were discussed during the meeting
and were acted upon as indicated:

1. We decided that minutes of each meeting
are required to keep abreast of actions taken. The
Co-Chairman will record the minutes and distribute
them to Group members and the Executive Officer,
DDM§&S, prior to the next scheduled meeting.

2. 01d Business

a. Recruitment Procedures memorandum
STATINTL by MissIHHHEEEE. Scnd forward to Executive
Officer, DDM§S.

b. Training for jobs other than job
employee holds. Hold for further discussion.

c. Job Exchanges memorandum by Mr. I STATINTL

Take no further action. Objective can be
accomplished by "Shopping File."

"STATHVTL d. "Letter of Aﬁreement" vice "Letter of

Instruction." Mr. will draft memorandum.
Members should obtain sampling of opinion from
their own offices. Discuss further at next
meeting.

e. Academic qualifications of Agency
professional and clerical personnel. Discuss
at next meeting. :

Approved For Releasg 2000/05/16.: CIA-RDP81-00261 RO;QQﬁQPOSOOOZ%
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SUBJECT:

STATINTL

STATINTL

;édd.ﬁ-

RIS VRN

- ‘\J_),.., »\f““

Minutes of Meeting - 30 July 1974

STATINTL
f. Agency Parking. Messrs.
and M vill research. Discuss further at
next meeting.

3. New Business

a. Mr.JEEEE i1l provide an agenda

for meeting with Mr. Blake on 5 August.

b. Shower fac111t1es for women employees.
Discuss at next meeting.

c. MSAG full day session at remote site.
Discuss at next meeting.

d. Money Drop. Discuss at next meeting.

STATINTL

7 -

Co-Chairman

TOTE ma Y

Approved For Release 2000/05/16 CIA RDP81 00261R000600050b02 3
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31 July 1974

MEMORANTDUM FOR: Deputy Director for Management and Services

SUBJECT: Applicant Processing Procedures

1. The Management and Services Advisory Group has become aware of
gome problems concerning the processing of applications for Agency em-

ployment:

A. There appears to be no special attention paid to appli-

cations of persons who are especially recrulted for particular
positions. These applicants receive the standard form letter
which says their qualificaticns will be reviewed and which, un-
derstandably, causes some concern on the part of the specially
recruited applicant. This creates -a negative impression and
raises doubts in the mind of an applicant who already knows for
which Job he is being employed.

B. There are many delays in the system which also tend to
reflect negatively on the Agency: the time required for review~
ing the applications; and for security and medical clearances.

C. The delays mentioned above are compounded by the physical
separation of various components within the Office of Personnel.
For example, Recruitment Division is located in Rosslyn; the Branch
which publishes the "skills bank" lists (Professional Staffing
Branch) and which processes the applications, is located at Head-
quarters; Correspondence Branch is in Rosslyn; many Agency com-
ponents who must interview the applicants are located outside the
Headquarters building. Thus a typical file could move from
Recruitment in Rosslyn, to OP/PSB in Headquarters, to Correspon-
dence in Rosslyn, to OP/PSB in Headquarters, and to a component
in Rosslyn, Arlington, McLean, etc. before an interview takes
place. |

2. We recommend, therefore, that a study be made of the applicant

processing procedures with a view towards improving the system.

If nece-

ssary, the assignment of additional personnel to help with the workload

‘should also be considered.

The Management and Services
Advisory Group

Approved For Release 2000/05/16 : CIA-RDP81-00261R000600050002-3
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MEMORANDUM FOR THE RECORD

SUBJECT: M&S MAG 22 July 1974 Meeting

25X1A

Attendees: Mr. Brownman

25X1A

This was the last meeting Mr. Brownman attended. Mr.,
Brownman discussed the Agency, the M&S Directorate, the Executive
Committee, and MAG. Mr. Brownman expressed concern that the
Agency will lose its uniqueness. He felt the office of Executive Dir-
ector should be reinstated and outlined management difficulties in
the Agency. ‘

The items in the attached Agenda were also discussed. In
particular the following items should be noted:

10

2.

Mz, Blake has the MAG display Board.

Our relationship with other MAG groups should be dis-
cussed with Mr. Blake.' Should other MAG's be invited
to our meetings? Should we have joint projects with other
MAG's?

Exhibits i sems of employees art and cultural displays
8T¢ being mvestrgated. Exhibits of Agency activities:are not
advisabléat present.

Tanguage cards in elevators are not effective in teaching
foreign languages, Some notices written in foreign lang-

uages will be placed in elevators. Such notices would em-~
phasize.  jthemes as "no smoking. "

Does Mr. Blake desire written memos of our meetings ?

H

25X1A

Chairman, M&S
MAG

Approved For Release 2000/05/16 : CIA-RDP81-00261R000600050002-3
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30 July 1974

MEMORANDUM FOR: The Executive Qfficer to the
Deputy Director for Management and Services

1. The Management ang Services Advisory Group recommends
the establishment of administrative procedures to allow Agency
personnel to exchange jobs Wwithin their own component or in
other directorates.

2. Primarily, we consifer this as an opportunity for
personnel possessing the samg basic skills, to move to jobs
which may offer better career\ advancement, more personal
convenience, or simply a change of scene. In addition, we
‘bélieve the exchange of personnel across component and direc-
torate lines would promote a bptter understanding of the
various functions of the Agency, for both the personnel and
offices concerned. We believe %uch a procedure would be
particularly valuable to Agency \employees who have been in the
same job for a number of years, yhose duties have become routine
and where there is little chance \for advancement or change.

3. Job exchanges could be mapaged in much the same way
as Position Vacancies. An individdal wishing to exchange jobs
would advertise their position on the Official Bulletin Board
through the Office of Personnel. Anyone interested in the
position would contact the Office of\Personnel for full details.
If all parties agree, including the r¥spective supervisors and
career services, the exchange would bd made.

4. We look forward to receiving
subject. ' '

our comments on this

MSAG
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Clection of 1'SAC Memhers

Basis for Discussion

Possible Recormmendations

1.

equest  noninations for office fronm all ermployvees.
Office Chiefs will select or delegate selectlion from
the 1ist of those nominated.

Ask for volunteers to serve. Fach Office will elect
its representative (one erployee - one vote).

Fach Office 1is to publish a 1ist of those eligible.
A1l employees In  the Office will vote for the
representative,

Inplications

Will this degenerate into a popularity contest?

Would a disruptive "electioneering" atmosphere
develop?

If management selects nominees, do we still have the
"tools of management" image?

Hould an election imply “shop stewards?"

Unless qualifications were more detailed, a 1ist of
all those eligible would be too curchersome,

Would people be reluctant to be voted on (and
possibly voted down)?

How does it work for the Credit Union? Or does {t?.
How rmuch participation do they get?
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vhe  lanagenent ang sarvices AGVisory Group is  concerned
about the lack of Knovledege and interest in the Groun,
Since the uscefulness of such a group depends on its inage as
a working interface with Managernient,  sore  reans must be
employed to publicize what the Croup does and can do,

The MSAG reconmends  that a rore formatl distribution of
information concerning the Group be made on a regular bhasis,
't s not necessary rfor all papers produced by the Croup to
be published. It would bhe advantageous, however, if the
topics currently under consideration were known. Opinions
and corwents could be solicited, and more creative interest
vould result,

The Management and  Services Advisory Croup therefore
requests that ga biveekly bulletin be distributed {perhaps by
means of the Classified Bulletin Board) Tisting the topics
on the agsenda of the FESAC and requesting comments from other
Directorate enployees,
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MEMORANDUM FOR: DDM§S
SUBJECT : Dress Code

MSAG has received a suggestion that we feel warrants
your consideration. A number of other agencies have adopted
a casual dress code for the summer months.

MSAG has been asked what the Agency's position will be
on casual dress. It is suggested that the Agency publish a
notice on summer months dress code before personnel adopt a

dress code of their own.

MSAG
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